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1. Introduction 
The Federation of St. Alphege CofE Schools, Solihull (Infant/Nursery and Junior) believe that educational 
visits and trips enhance the curricular and extra-curricular life of its learners and that the opportunity to 
participate in a suitable range of school visits is an entitlement for all. For the purpose of this policy the 
terms visits and trips are interchangeable and are used to define all off-site activities.  
 

In this operational arrangements document we seek to establish a clear and coherent structure for the 

planning and evaluation of our off-site visits, and to ensure that any risks are managed and kept to a 

minimum, for the safety, health and well-being of our learners at all times. Within these limits we seek to 

make our visits available to all pupils, and wherever possible to make them accessible to those with special 

needs ensuring that all reasonable adjustments are made.  

‘Let the children come to me’ 
We value Children. We welcome and cherish every child.  School staff are child centred and willing to go 
the extra mile for everyone at the school.  Every individual will feel valued and loved by God.  The children 
have an equally important role and contribution to make.  ‘Come to me’ – The central purpose of our 
Christian school is to enable the children to come close to God and learn about Him.  In essence to 
experience ‘life in all its fullness.’ 
 ‘and do not stop them’ 
We are inclusive and adaptable.  We make the curriculum and God accessible to all.  We want to see the 
school through the eyes of a child and in all matters ask how this will impact upon them. 
‘because the Kingdom of Heaven belongs to such as these. 
Kingdom of Heaven is a phrase that is often interpreted as God’s will or His plan for how people should live 
on earth. It is how we live out our Christian faith and values, how we act and think. It is also about Heaven 
belonging to the children.  We believe in school this is about how we teach and model Christian faith to the 
children. 

The Federation of St. Alphege CofE Schools, Solihull, have formally adopted the Outdoor Education 
Advisers’ Panel’s (OEAP’s) ‘National Guidance’ as its own ‘Employer Guidance’ and as such is a principal 
source of guidance and information regarding practice for LOtC, educational and offsite visits. 
 

It is a legal expectation that all employees must work within the requirements of their employer guidance; 
therefore, Federation staff must follow the requirements of this visit operations document and the policy 
document in conjunction with the Outdoor Education Advisers’ Panel ‘National Guidance’ (NG). This 

guidance can be found on the following website: http://oeapng.info.   
 

2. Scope  
This policy shall apply to all employees whose work involves any one of the following:  - 

• direct supervision of pupils undertaking experiences beyond the boundary of school;  

• direct supervision of pupils undertaking experiences that fall within the remit of Learning Outside 

the Classroom;  

• facilitating experiences for pupils undertaking experiences beyond the boundary of school;  

• deploying staff who will supervise or facilitate experiences of or for our pupils’ undertaking 

experiences beyond the boundary of the school site;  
 

This applies regardless of whether or not the activities take place within or outside of normal working 
hours, including weekends and holiday periods.  
 

3. Employer Requirements 
As an employer, The Federation of St. Alphege CofE Schools, Solihull, is required to ensure that its 
employees are provided with: 

• appropriate guidance/policy relating to educational visits and LOtC activity; 

• training to support policy/guidance to ensure that it is understood; 

• suitable systems and processes to ensure that those trained are kept updated; 

 

http://oeapng.info/


  

 
 

 

• access to advice, support and further training from an appointed adviser who has proven expertise 

and professional understanding of the policy/guidance, the training and expectations set by current 

good practice and legal requirements. 

4. Role-specific Requirements and Recommendations 
• Governing Body 

• Headteacher 

• Educational Visits Coordinator (EVC) 

• Visit leaders 

Please refer to the school Policy for Educational and Offsite Visits and also  
  

OEAP National Guidance Section 3.4 ‘Roles and responsibilities’ http://oeapng.info. 
 

5. Leader Competence 
National Guidance provides clear advice regarding the assessment of leader competence. It is an 
expectation that all leaders and their assistants have been assessed as competent to undertake such 
responsibilities as they have been assigned. 

• Leaders should be current in their knowledge and expectations regarding good practice. 

• It is recognised as good practice for newly qualified staff, staff new to the school or staff involved 
with higher risk activities to work alongside experienced staff. OEAP make available their nationally 
recognised Visit Leader Training course to support competence.   
 

The EVC will support the Executive Headteacher/Governing body in ensuring that competent staff are 

assigned to lead and accompany visits, taking into account their ability to lead, manage and control pupils. 

Competence in activities and knowledge of venues may also be required. 

6. Planning, Notification and Approval 
Visit leaders should seek outline approval by completing the Initial Visit Request Form and if applicable the 
Financial Planning Form. This should be forwarded to the EVC. Depending upon the nature of the visit the 
governing body may wish to look at and approve (higher risk visits).  
 

Categories of Risk and Approval Hierarchy  
Local Learning Area, Solihull - Category A – Simple low risk ‘everyday’ activity (usually within the school day 
but including after school sports fixtures). Visit details should be completed and submitted to the EVC via 
email normally no later than 2 weeks prior to the visit. These visits will be checked/approved by the EVC and 
Executive Headteacher or their representative. For Local learning area visits requiring payment the Initial 
Visit Request/Finance Planning forms should be submitted. It is not necessary to use the eVisit system for 
Local Learning Area visits/activity. Visit staff should however be familiar with the generic risk assessment. 
 

Category B – Medium risk activities. Visit details should be completed and submitted to the EVC (normally 
no later than 4 weeks prior to the visit). These visits will normally have initial checks/approval by the 
EVC/Executive Headteacher or their representative. Once initially approved details should be entered onto 
the eVisit system for formal approval. 
 

Category C – Higher risk activities. Visit details should be completed on the system and paperwork should be 
uploaded and submitted to the EVC (normally no later than 12 weeks prior to the visit). These visits will have 
initial checks/approval by the EVC/Executive Headteacher or their representative. Once initially approved 
details should be entered onto the eVisit system for formal approval. Governors/outdoor education adviser 
will also comment/approve these types of visits. 
 

The Executive Headteacher will have an overview of all educational trips and visits. 
 

Refer to appendix A: Categories of Visits/Activities  
 
 
 

http://oeapng.info/


  

 
 

 
 
 
 

Visit planning considerations: 
• What are the really important things that we need to do to keep us safe?’ It should focus on those 

issues that are individual to the specific event, taking into account the needs of the group (including 
special and medical needs), the experience and competency of the visit staff team, and the leader 
in the context of the event.  
 

Planning should reflect the consideration of legal and good practice requirements ensuring: - 

• The plan is based on the school’s procedures and employer guidance 

• For all visits refer to the ‘Visits procedure’– Appendix B 

• Assurances have been obtained from any providers (making full use of national schemes which 
accredit that assurances have already been obtained by credible inspection regimes) 

• Those in a position of parental authority have been fully informed and, where appropriate, formal 
consents have been obtained. Looked after children may need permission from Children’s Services, 
please liaise with relevant pastoral staff 

• All staff (including any volunteer helpers) and the pupils involved, have a clear understanding of 
their roles and responsibilities, including their role in the risk management process 

• All visit information involving residential, overseas activity or outdoor adventurous activity must be 
given to the EVC within the timescales, to then go to the Headteacher/Governors for approval and 
to be passed on to the nominated adviser for approval/comment. 

 

Also refer to the Good Practice guide for Residential Visits 
 

It is recommended at an early stage of the planning process that the provisional staffing team meet to 
identify the benefits and learning outcomes for that visit. A record of these outcomes will help keep the 
plan focussed and also be a vital part of the risk management process by providing some objectivity in a 
“Risk Benefit Analysis”.  
 

The degree of complexity of a particular plan (along with its supporting procedures) will need to reflect the 
nature and complexity of several variables that can impact on any given activity. These variables can be 
remembered as “STAGED” as explained below. It is good practice to involve participants in the planning and 
organisation of visits, as in doing so they will make more informed decisions, and will become more ‘risk 
aware’ and hence at less risk.  
 

• Staffing requirements – Trained? Experienced? Competent? Ratios? 

• Timing – When? For how long? 

• Activity characteristics – Specialist? Insurance issues? Licensable? 

• Group characteristics – Prior experience? Ability? Behaviour? Special and medical needs? 

• Environmental conditions – Like last time? Impact of weather? Water levels? 

• Distance from support mechanisms in place at the home base – Transport? Residential? 
 

7. Good Practice Requirements 
To be deemed competent, staff should be able to demonstrate the ability to operate to the current 
standards of recognised good practice for that role – Visit/Activity Leader, or Assistant Leader. 
  
All staff and helpers must be competent to carry out their defined roles and responsibilities.  
National Guidance sets clear standards to which staff must work.  
 

A ‘‘competent ‘’ Visit/Activity Leader (or an Assistant Leader where they may take sole responsibility for a 
sub-group) requires: - 
 

• Knowledge and understanding of their employer’s guidance supported by establishment-led 
training. It is good practice for employers to provide formal and accredited training to support their 
guidance e.g., EVC Training, Visit Leader Training  

• Knowledge and understanding of establishment procedures supported by a structured induction 
process specified by the establishment.  

• Knowledge and understanding of the group, the staff, the activity and the venue.  



  

 
 

 

• Appropriate experience and if applicable a formally accredited qualification (e.g., first aid, 
adventurous activities etc).  
 

Staff participating in off-site activities and visits must be aware of the extent of their duty of care and 
should only be given such responsibilities as are in keeping with the above guidance.  
 

8. Effective Supervision / Ratios 
Effective supervision should be determined by proper consideration of:  

• Age (including the developmental age) of the group 

• Gender issues 

• Ability of the group (including special learning needs, behavioural, medical and vulnerability 
characteristics etc.) 

• Nature and location of the activity (including the type of activity, duration, skill levels involved, as 
well as the time of year and prevailing conditions 

• Staff competence 
 

Staff assigned to support the special needs of particular pupils should not normally be included in the 
overall staffing ratio. Consideration should also be given to the implications of one member of staff 
effectively being removed from the intended supervision arrangements for a period of time e.g., to 
accompany a pupil to hospital.  
 

Volunteers/parents of pupils cannot lead a group during an educational visit.  
 

Staffing ratios are a risk management issue and should be considered through the process of risk 
assessment. However, The Federation of St. Alphege CofE Schools, Solihull expects the following as normal 
minimum requirements. Any potential variation should be discussed with the Executive Headteacher/EVC 
in the first instance.  
 

Please remember that 3rd party provider ‘free staff place’ ratios may not reflect those shown and should be 
negotiated were applicable prior to signing agreements/contracts. 
 

 

 
 

School Year Category A – Low Risk Category B – Medium 

Risk 

Category C – Higher 

Risk 

EYF 

0-2 years 

2-4 years 

 

1:3 

1:4 

 

N/A 

1:4 

 

N/A 

N/A 

Reception, 

Year 1 + 2 

 

 

1:6 

 

1:6 

 

N/A 

Years 3 + 4 

 

1:10 1:8 1:8 

Years 5 + 6 

 

1:15 1:10 1:8 



  

 
 

 
9. First Aid 

First aid should form part of any risk assessment.  Before undertaking a visit or off-site activities, the visit 
leader must assess what level of first aid may be needed.  On any kind of visit the visit leader and/or 
accompanying staff should have knowledge of first aid and ensure that an adequate first-aid kit is taken.  
 

There are no statutory requirements regarding staff holding first aid qualifications. As part of schools’ policy 
first aid requirements will be stated. 
There are however, statutory requirements for dealing with paediatrics (aged up to 5 years).  
Qualified first aiders attending visits are encouraged where possible. 
It is the visit leader’s responsibility to be aware of pupils needs including ailments, injuries, allergies and 
medication. 
All adults in the group should know how to contact the emergency services and the school’s emergency 
‘base’ contact. 
 

The minimum first-aid provision for a visit is: 

• A suitably stocked first-aid kit 

• Person / persons appointed to be in charge of first-aid arrangements 
 

Other considerations when considering first-aid needs should include: 

• The numbers in the group and the nature of the activity 

• The likely injuries and how effective first aid would be 

• Duty of Care requirements 

• Distance to the nearest hospital 

• Venue/providers first aid availability 

• Qualified Paediatric First Aiders are required when taking children up to 5 years of age on visits 
 

10. Pupil Responsibilities (age/ability dependent) 

They are responsible for: - 
• Being aware of risks and any contingency plans 

• Not taking any unnecessary risks 

• Following the instructions of the visit leader and other staff, including adults at the venue  

• Dressing and behaving appropriately and responsibly 

• Being respectful to local codes and customs 

• Taking care of their belongings and possessions 

• Being punctual 
 

A pupil’s participation in educational and other off-site activities is at the school’s discretion.  Health and 
Safety and wellbeing issues are paramount in decisions regarding a pupil’s participation in a trip. If 
behaviour before or during a trip/off-site activity falls short of the expected standards, sanctions may be 
applied in accordance with school requirements.   
 

Where it is considered a risk to include a particular pupil because of serious doubt as to their behaviour or 
it is felt they present a significant risk to themselves or others, the Executive Headteacher or their 
representative will make the final decision regarding participation in the visit. 
 

During a visit, in exceptional circumstances, parents may be required to collect their child before the end of 
the visit. 
 

11. Preliminary Visits and Provider Assurances 
All visits should be thoroughly researched to establish the suitability of the venue and to check that 
facilities and any third-party provision will meet group expectations. It is a vital dimension of risk 
management. 
 

Wherever reasonably practicable, preliminary visits will be undertaken. If visits to particular providers or 
venues are regular or frequent it is acceptable after an initial visit for no further pre-visits to be undertaken. 
Staff should still ensure that there have been no changes regarding significant hazards. Where possible it is  



  

 
 

 
good practice for visit leaders to take full advantage of the nationally accredited, provider assurance 
schemes that are available. These remove the need for the sight of provider Safety Management System 
documentation including risk management summaries or risk assessments. 
 

Examples of such schemes include: - 

• The LOtC Quality Badge 

• AALA Licensing 

• Adventuremark 

• Association of Heads of Outdoor Education Centres (AHOEC) Gold Badge 

• Outdoor NGB centre approval schemes (applicable where the provision is a single, specialist 
activity) 

 

12. Risk Management 
The Federation of St. Alphege CofE Schools, Solihull (the employer) has a legal duty to ensure that risks are 
managed - requiring them to be reduced to an “acceptable” or “tolerable” level. Suitable and sufficient risk 
management systems must be in place.  
 

The Federation takes a common sense and proportionate approach, remembering that in schools both risk 
assessment and risk management are tools to enable pupils to undertake activities safely, and not prevent 
activities from taking place. Sensible risk management cannot remove risk altogether. 
 

Both Schools use the “Risk-Benefit Assessment” approach whereby the starting point for any risk 
assessment is the consideration of the benefits and learning outcomes. HSE endorse this approach through 
their “Principles of Sensible Risk Management” and advocate that it is important that young people are 
exposed to well-managed risks so that they learn how to manage risk for themselves.  
 

School has a range of generic risk assessments available for staff to use enabling them to develop visit 
specific risk assessments. 
 

Staff are not required to complete a risk assessment for local learning areas - low risk simple everyday 
activity which normally forms part of the normal school day, for example, taking pupils to a local venue 
which is frequently visited, such as a swimming pool, local sports fixtures, parkland, or place of worship.  
 

The visit leader and support staff must however be familiar with the contents of the generic risk 
assessment and any individual care plans and be aware of emergency procedures.  
 

Where the Federation is purchasing the services of a reputable external provider, rather than the activity 
being self-led, then it is reasonable to expect the provider to conform to relevant legislation and accepted 
good practice although it is accepted that staff cannot delegate Duty of Care responsibilities to a provider.  
 

In these circumstances the visit leader and accompanying staff should focus on completing risk assessments 
for the areas of their own responsibilities not covered by the providers risk assessment, for the 
management for medium and higher risk activities. This will usually be travel to and from the location, 
pastoral and welfare issues, how any ‘down-time’ will be safeguarded and contact arrangements for the 
emergency ‘base’ contact person.  
 

Individual risk assessments/plans may be required for pupils with differing or special needs. 

• All risk assessments should be agreed with the Executive Head/EVC 

• Risk assessments should be shared with accompanying staff and with learners as appropriate. This 
includes contingency plans. 

• Visit leaders remain in charge throughout the visit. Duty of Care cannot be delegated to 3rd parties.  

• Leaders should challenge provider staff if they feel that an activity is too hazardous, not delivered 
at an appropriate level etc. Actions may include amending the activity or ceasing it. 

            
Generic Risk Assessments are available via the eVisit system library. 
 
 
 
 



  

 
 

 

13. Emergency Planning and Critical Incident Support 
A critical incident is an incident where any member of the group undertaking an offsite activity: - 

• Has suffered a life-threatening injury or fatality or is at serious risk 

• Has gone missing for a significant and unacceptable period 

• Is any incident that is beyond the normal coping mechanisms of the Visit Leadership Team 
 

The Federation is committed to ensuring that both schools have local emergency planning procedures in 
place to support managers and staff in the event of a serious/critical incident. Visit leaders and support 
staff should be familiar with the emergency planning procedures. 
 

Relevant emergency contact telephone numbers (school and/or out of hours) should be carried by leaders 
at all times during an offsite visit.  
 

Procedures are in place should an accident/incident occur whilst pupils are undertaking a visit. 
 

Please refer to the Educational and Offsite Visits Policy 
 

14. Current threat of terrorist attacks 
The current global situation means that the possibilities of being close to, or caught up in, a terrorist attack 
is a risk faced by us all. Like all risks this needs to be kept in perspective and managed in a thoughtful and 
proportionate way. As part of the response to staying vigilant and carrying on as normal, it is important to 
decide about each visit on its merit. 
It is sensible to: 
• Be aware of the latest news relating to your destination 
• In the UK know the current threat level (available at: https://www.mi5.gov.uk/threat-levels.) 
 

Planning Considerations: 

• If a provider is being used liaise with them if you are unsure of the safety/security of the visit in the lead 

up to departure. 

• Consider the threat of terrorism as part of visit risk management and include it within visit emergency 
plans. 

 

When visiting crowded places such as a major city, iconic venue or event, where the risk of attack may be 
greater, consider: 
• Possible safe areas or venues, near where you intend to be, that you could use as an emergency shelter. 
• How to minimise waiting time at busy venues.  
• How to minimise queuing times (such as not carrying unnecessary items) to speed up search and     entry. 
• Are staff phones charged and numbers shared? 
• Do all leaders have all group information? Will they be spaced apart? 
• A contact card for all participants giving a number to call if separated from the group, and the name and 

telephone number of the establishment? 
• How you would get away in an emergency, bearing in mind that the direct route and planned    transport 

might no longer be an option.  
• Do you need to leave the site immediately with the crowd at the end of the visit event? 
• The possibility of an enforced overnight stay and what this might entail.  
• How the visit leadership team might manage an enforced group split. 
 

During the visit: 
• Be vigilant and aware of your surroundings – know where the exits are and where you would run to. 
• Be aware of the possibility of suspicious items.   
• When staying at any place for more than 30 minutes, identify emergency meeting points in case the   

group is forced to move and becomes split. 
• Avoid congregating too long around entrances to major public sites. 
• At ports and airports don’t linger unnecessarily on the public side of security screening. 
• Be aware of the ‘Stay Safe’ principles: ‘Run, Hide, Tell’ and know what to expect if you encounter armed 

response officers. 
 

 

https://www.mi5.gov.uk/threat-levels
https://www.mi5.gov.uk/threat-levels


  

 
 

 
15. Consent 

Employers and employees need to take account of the legalities regarding a requirement for formal 
consent (parental permission).  
 

Local Learning Area low risk simple everyday activity – Category A 
Parents should complete, sign and return an annual ‘blanket’ consent form for visits at the start of the 
academic year that gives permission for local simple low risk everyday activities to be undertaken within 
the normal curriculum day and activities such as music and local sports fixtures after school. No additional  
consent will usually be sought. It is still a requirement to inform parents that their child will be undertaking 
an off-site visit. It is the parent’s responsibility to notify the school of any changes to their child’s 
health/medical conditions and medicines. 
 

Medium and Higher risk activity – Category B / C 
Specific consent should be sought. It is important that sufficient detail is provided about intended 
arrangements as to allow informed consent to be given. Parents should complete the consent/medical 
form which provides emergency contact details, medical and dietary information. The visit leader, 
accompanying staff and emergency contacts should have access to these during the visit. 
 

16. Charging for Visits 
Funding for off-site activities is provided mainly by parental contributions. Should those ‘voluntary’ 
contributions not cover the full cost of the planned visit then school reserves the right to cancel. Staff 
should discuss with the Headteacher in the first instance. 
 

Please refer to the Federations Charging and Remissions Policy for further detail. 
 

17. Inclusion 
The Federation will make all reasonable adjustments to ensure that pupils with special educational or 
medical needs, ethnic origin, gender or religious needs have access to trips and visits. School will work, with 
parents, to reach a satisfactory solution wherever practicable. However, not all visits may be accessible, 
even if all possible adjustments are made, for Health and Safety and wellbeing reasons. 
 

Schools will seek support from the parents of pupils with complex needs in order to maximise their 
involvement in school trips. This may involve requesting that the parent accompanies their child. In this 
case, it will be necessary to plan this from the outset of the application for a trip.  
 

Parents of pupils who may require additional support will be provided with as much notice of forthcoming 

events as possible. 

18. Insurance for Educational Visits and Off-site Activities  
The Federation ensures that both schools have suitable cover in place for both Employer and 3rd Party 
liability to meet statutory requirements. Staff should satisfy themselves Insurance is suitable and sufficient 
for visit needs – accidental injury, cancellation, personal belongings etc. 
 

19. Visit Evaluations / Reviewing Visits 
To allow the Foundation and the SLT to assess the benefits of trips and visits staff are requested to 
complete a visit evaluation form (appendix L) for category B and C visits only. Completed forms 
should be submitted to the EVC in the first instance. Forms will be held in the eVisit document 
library.  
 

20. Monitoring 
The Federation delegates responsibility for monitoring to the schools. Monitoring activity should include 
both Health and Safety and quality of experience. It may include any of the following; process/procedure 
adherence, staff training, visit evaluations, field observation and/or desktop monitoring.  
 

21. Safeguarding  
Employees and volunteers who are working in Regulated Activity either with young people or carrying out 
certain activities for adults, must undergo an enhanced DBS check as part of their recruitment process.  



  

 
 

 

The placement of an adult within a situation of professional trust (where young people could be vulnerable 
to physical or mental exploitation or grooming) should always be on the understanding that an overview 
based on a common-sense risk-benefit assessment process has been considered. 
 

It is normal practice that all school staff (employees/volunteers) having access to pupils will be DBS and 
barred-list checked. 

• The use of volunteers should only be permitted by the Headteacher or EVC. Permission will be 
based on knowledge of the volunteers and their previous experience and training.  

• All regular volunteers will require a current DBS check. 

• Volunteers have responsibility to follow the instructions of the visit leader. 
 

Staff must follow the Federations Child Protection and Safeguarding policy and procedures. 
 

22. Mobile communication, social media and digital images 
A school mobile phone/ tablet if available should be taken on a visit by the Visit Leader or accompanying 
staff. Alternatively, staff should take their own. 
 

A mobile phone should always be available in case of emergency. 
 

Staff should: - 

• Ensure that photographic consent has been supplied by parents 

• Not give out their personal mobile phone numbers to pupils 

• Not normally contact a pupil using their personal device 

• Not share personal social media details with pupils 

• Not use their own personal social media accounts to share information regarding school, the visit or 
pupils. This includes uploading photographic images 
 

For medium/higher risk visits parents may be issued with the school mobile number carried by the visit 
leader, in case they need to speak urgently to the visit leader. 

 

Images must not be taken of pupils in sleeping accommodation, in bathrooms or whilst getting changed or 
using toilet facilities. 
 

Staff must follow the Child Protection and Safeguarding policy and procedures. 
 

23. Transport 
Statistics demonstrate that it is much more dangerous to travel to an activity than to engage in it. National 
and local regulatory requirements must be followed. The level of supervision necessary should be 
considered as part of the risk management process when planning the journey, giving proper consideration 
to issues of driver-distraction/pupil behaviour. 

 

The visit leader should ensure that coaches and buses are hired from a reputable company.  
 

Refer to National Guidance 4.5a, 4.5b, 4.5c http://oeapng.info. 
 

Minibuses – self drive 
Staff should consider risks associated with transporting pupils, their likely behaviour and individual needs. 
This will indicate if it is safe for a driver to accompany pupils by themselves, without a supervisor. 
Considerations should include –  

• The length of the journey and time of day when it takes place  

• The nature of the group (age/maturity/special-needs/behavioural issues) and the level of behaviour 
management or support they are likely to require during the journey  

• The overall workload of the driver during the day (other responsibilities and duties undertaken or 
planned by drivers)  

• Safeguarding Issues 

• Only approved/certified drivers may drive minibuses 
 

http://oeapng.info/


  

 
 

Based on an assessment of these factors, it may prove satisfactory to have only a driver present in the vehicle 
(no supervisors). It may however also demonstrate the need for additional staff to share driving duties or to 
act as supervisors.  
 

Any driver/supervisor should have access to a mobile phone and have school contact details available. 
 

Hired Transport with Drivers 
There must be appropriate levels of supervision to ensure the safety and welfare of all pupils. The driver has 
no responsibility for pupil behaviour. Only reputable companies should be used who can confirm suitable risk 
management procedures are in place. 
 

Staff including volunteers using Private Cars 
Staff may on occasion be required to use their own vehicles to transport learners. The staff/voluntary 
driver’s form will be used to check the following: - 

• The vehicle has tax and is roadworthy 

• The driver has business use insurance cover 

• The driver holds a valid driving licence 
 

Any staff wishing to transporting learners in their own vehicles must obtain permission to do so from 
school.  
 

There must be consideration of safeguarding issues should staff transport pupils using their own vehicles.  
 

Parents should normally provide consent for their child to be transported by private car 
(staff/volunteer/another parent). 
 

Where parents are used for after school and outside of normal hour’s events, school will liaise with parents 
to allow them to make their own arrangements to transport children to and from the event. 

 

*Child and Seat Belt laws: - Children in cars, vans and other goods vehicles must be carried in an appropriate 
child restraint from birth until either they are 135cm (4'5") tall or 12 years old, whichever comes first. There 
are very few exceptions. They must then use a seat belt (although it would be preferable to use a booster 
seat until they are 150cm (5') tall). 
 

Pupils using transport on a visit should be made aware of basic safety rules including: - 

• Wait for the transport away from the road 

• Do not rush towards the transport when it arrives 

• Wear your seatbelt and stay seated while travelling on transport 

• Make sure your bags do not block aisles on the transport 

• Never attempt to get on or off the moving transport 

• Never throw things out of the vehicle’s windows 

• Never get off a vehicle held up by traffic lights or in traffic 

• Never run about while transport is moving or pass someone on steps or stairs 

• Never kneel or stand on seats or otherwise impede the driver’s vision 

• Never distract or disturb the driver 

• Stay clear of automatic doors / manual doors after boarding or leaving the transport 

• After leaving the vehicle, always wait for it to move off before crossing the road 

• If you have to cross roads to get to the transport, always use the Green Cross Code 

• If you feel unwell while travelling, tell a teacher or the person who is otherwise responsible for the 
group 

 

24. Retention of Records  
There are no legal requirements to retain information after an uneventful visit. However, the retention of 
certain information allows schools to:  

• Record the range of opportunities provided for pupils 

• To record staff experience in leading visits and outdoor learning (competence based on number / 
range of visits leading or supporting) 

• To demonstrate the effective planning and evaluation of visits and outdoor learning 

• Past visit information may aid as a future planning tool 



  

 
 

 

The eVisit notification system captures the above information.  
 
Any records containing personal information must be stored securely and kept in compliance with data 
protection requirements.  
 

25. Records - In the event of an accident  
Whenever there has been an accident or incident school will consider whether the nature of any accident 
or incident might, in the future, give rise to an insurance claim or a civil claim for damages. Where this is 
considered to be a possibility, or where an incident was reported to the Health and Safety Executive (HSE) 
under the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations (RIDDOR), sufficient 
information regarding the visit and incident will be retained to allow the school / Trust to investigate fully 
and, if necessary, defend actions:  
 

• Full details of the incident and any related report / witness statements / follow-up actions 

• The plan for the visit (including risk management plan)  

• Names of the pupils and adults on the visit  

• The programme of activities that took place on the visit   

• A copy of the information about the visit sent to parents prior to the visit   

• A copy of the completed parent consent form(s) for anyone directly involved in the accident / incident  
 

Due to the Limitation Act 1980, such records should be retained until a young person reaches age 25, or 
for 7 years following the incident in the case of an adult.  This allows the legal maximum of 3 years for 
making a personal injury claim from the date a young person becomes 18, or from the date of the incident, 
or from the date a person knows that the facts of the incident give grounds for a claim, whichever is latest.  
It also allows an additional 4 years, which can be regarded as a period sufficient for a person to become 
aware that the facts of the incident give grounds for a claim, if they had not previously known these. 
 

This visit operations document should be used in conjunction with the Policy for Educational Visits and 

other relevant policy and procedure documents. 

 
 
 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 
 
 
 
 

Categories of Educational Visits 
 
 

Local Learning Area - low risk Category A visits: -   
Simple ‘local’ everyday activities usually within the normal school day incl sports fixtures 

- Sports Fixtures (not involving longer travel distances / residential activity) 
- Swimming in Indoor pools (with lifeguard / swimming coach) 
- Theatre and Museums 
- Village / Town / Shopping areas 
- Church / Sacred Spaces 
- Parkland including simple water margins activity  
- Country Park 
- Study / Visitor Centre 
- Visits to local schools / business 
- Music events and concerts  
- Low level initiative and team building activity (simple activity) 

 

‘Medium risk’ Category B visits: - 
 Not every day simple activity activities inside or outside the school day  

- Larger Town / City visits (easy to manage environments / managed public interaction) including 
Theatres, Museums and Music Events 

- Forest Schools and Bush-craft (away from site but not in remote locations) 
- Orienteering / Navigation in local parkland / small woodland areas (good 

geographical boundaries) 
- Larger conference and exhibition venues or similar environments 
- Lower level / non-wild terrain field studies (be aware of wild /mountainous areas, seaside locations 

and anywhere close to / in water) 
 

‘Higher risk’ Category C visits: -   –  

More complex activities in or outside school day 

- All UK residential visits (non-adventurous activity) 
- All Outdoor Adventurous Activity (OAA)  
- All Overseas visits  
- Outdoor swimming 
- Field Studies undertaken in wild / remote terrain  
- Major city visits - (learners on foot / use of public transport / difficult to manage public interaction) 
- High Level Ropes Courses / Aerial Runways  
- Other complex visits 

 

* The following are usually defined as Outdoor Adventurous Activities (OAA)  
• Remote, Higher-level Hill / Mountain walking 

• Cave / Mine exploration (not guided show caves) 

• Rock climbing / Abseiling (indoor / man-made / natural rock) 

• Mountain / All Terrain Biking 

• Orienteering and Navigation (forests / wild or mountainous terrain) 

• Skiing / Snowboarding / Tobogganing (indoors / outdoors) 

• Gorge scrambling / Sea level traversing / Canyoning 

• Improvised Rafting / Canoe / Kayaking / White-Water Rafting 

• Sailing / Windsurfing / Paddle boarding 

• Open Water Swimming (lakes / rivers / sea) 

• Pony Trekking in remote / wild / mountainous terrain 

• Higher Level Ropes Courses / Aerial Runways 

 
 This list is not designed to be exhaustive. 
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Educational Visits Process 

 

Prior to the visit 

Before completing the Initial Visit Request Form: 

• Research the visit – transport costs, admission costs, dates, pupil numbers, target group, staffing, etc. 

• Does the provider, if applicable, hold the Council for Learning Outside the Classroom Quality Mark? 

• Check regarding the availability of suitable date(s). 

• Speak to the EVC regarding the intended visit. 

• Do not proceed with the booking until approval has been gained. 
 

The Local learning Area: See map appendix C 

• Send an email to the EVC with your visit proposals. If charges are applicable, please complete the Initial 
Visit Request and Financial Planning Forms. Submissions no later than 2 weeks prior to the visit 

• Await response from the EVC 

• Ensure visit staff are familiar with the generic risk assessment 

• On the day of the visit please ensure that a copy of the pupil/staff list is left with reception along with visit 
staff contact numbers, departure/return times and nature of the visit and location 

 

Category B Medium Risk Visits: - 

• Complete the Initial Visit Request and Financial Planning Forms (as applicable) and send to the EVC no 
later than 4 weeks prior to the visit. 

• The EVC/Executive Headteacher will respond to your request 

• Once the visit has been approved arrangements/bookings can be made – transport, tickets, parental 
letters/payments/consent etc. 

• Does the provider, if applicable, hold the Council for Learning Outside the Classroom Quality Mark? 

• A risk assessment will be required. If a provider is delivering the programme staff should develop a risk 
assessment for travel/pastoral care. If staff are delivering the programme, they will need to develop a risk 
assessment for the activities 

• Visit details should be entered onto the eVisit system. Once complete submit to the EVC. The EVC/Exec 
Head will approve the visit via the system (visit leader receives a system generated confirmation email) 
 

Category C Higher Risk Visits: - 

• Complete the Initial Visit Request and Financial Planning Forms (as applicable) and send to the EVC no 
later than 12 weeks prior to the visit. 

• The EVC/Executive Headteacher will respond to your request 

• Once the visit has been approved arrangements/bookings can be made – transport, tickets, parental 
letters/payments/consent etc. 

• Does the provider, if applicable, hold the Council for Learning Outside the Classroom Quality Mark? 

• A risk assessment will be required. If a provider is delivering the programme staff should develop a risk 
assessment for travel/pastoral care. If staff are delivering the programme, they will need to develop a risk 
assessment for the activities 

• Visit details should be entered onto the eVisit system. Once complete submit to the EVC. The EVC/Exec 
Head/Governing Body/OEA will approve the visit via the system (visit leader receives a system generated 
confirmation email) 
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The Local Learning Area 

Visits/activities taking place within the ‘local learning area’ are part of the normal curriculum and usually take 

place during the normal school day with the exception of sport fixtures which could take place after school. 

These visits/activities: - 

•  Do not require additional parental consent  

• Do not normally need additional risk assessments / notes (see the generic R.A.) 

• Should be recorded on eVisit if regular, e.g., swimming lessons  

• Do not need to be recorded on eVisit if these are ad-hoc activities  

• The EVC, Deputy or Exec Headteacher must give permission  
 

Boundaries 
The boundaries of the Local Learning Area are shown on the attached map.  
 

Operating Procedure for the Local Learning Area 

The following are potentially significant issues / hazards: 

• Road traffic/road crossings 

• Other people/members of the public/animals 

• Losing a pupil 

• Uneven surfaces and slips, trips, and falls 

• Weather conditions 

• Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc) 
 

These are managed by a combination of the following: 

• The Exec Head, Deputy or EVC must give e-mail approval before a group leaves.  

• Only staff judged competent to supervise groups in this environment are to be approved.  

• The concept and Operating Procedure of the ‘Local Learning Area’ is explained to new parents when their child 
joins the school.  

• There will normally be a minimum of two adults.  

• Staff are familiar with the area, including any ‘no go areas’, and have practiced appropriate group management 
techniques. 

• Pupils have been trained and have practiced standard techniques for road crossings in a group.  
• Where appropriate, pupils are fully briefed on what to do if they become separated from the group.  

• All indirectly supervised work in the Local Learning Area is done in ‘buddy’ pairs as a minimum. 

• Pupils’ clothing and footwear is checked for appropriateness prior to leaving school. 

• Staff are aware of any relevant pupil medical information and ensure that any required medication is available.  

• Staff will deposit in the office a list of all pupils and staff, departure and expected return times, venue/location, 
and the nature of visit.  

• A mobile phone is available with each group and the office has a note of the number(s).  
• Appropriate personal protective equipment is taken when needed (e.g., gloves). 
• A first aid kit is taken. 
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The Local Learning Area 

Identified within the yellow boundary 

 

  



  

 
 

 

Initial Visit Request Form 
 

Lead Teacher: 
 
 
 

Staff numbers incl lead Teacher:  

Group and number of pupils: 
 
 
 

Intended Learning Outcomes: 
 
 
 

Visit Description: 

 
 
 
 

Visit Contact Details (if 
applicable): 

 
 
 

Costs (if applicable):  

Date request forwarded to EVC: 
 
 
 

Date forwarded to Executive 
Headteacher: 

 
 
 

 
 
Outstanding information 
required? 
 
 

 

Request Accepted: 

 
Signed EVC……………………………………………. 
 
Signed Executive Head………………………………… 
 
Date 
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Educational Visits Financial Planning 
 
 

 

Cost of admissions / activity / accommodation / catering: 

(Including staff costs if applicable) 

 

£ 

 

Cost of transport: 

 

 

£ 

 

Cover / Supply costs:  

 

 

£ 

 

Overall estimated cost of visit:  

 

£ 

 

Total charge per head: 

 

£ 

 

Cost to be paid / incurred by school: 

 

£ 

 

 

Number of Places available:  

Cover / Supply Implications: 

 

 

Dates suitable for school:  

Draft letter to parents attached:  

Transport provider(s):  

Minibus 

Coach 

Rail 

Ferry 

Cars 

 

 
 

Please submit completed form with the initial visit request form. 
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Consent to Visits, Medical Details and Treatment Form 
  
 

 
Visit to: .................................................................................................................................. 

 
From: .................................................  (date)           To: ................................................... (date) 
 
 
Name of Pupil: ………………………………………………………………........................... 
 

 
Date of Birth: …………………………………………                   Male:      Female:   
 

 

Home address: ............................................................................................................................ 
 
…………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………… 
 
Telephone No: ....................................... 
 
 
Emergency contact telephone numbers (names home/mob/work) and relationship (parent/family 
member/carer/guardian) etc. 
 
1).................................................................................................................................................. 
 
2).................................................................................................................................................. 
 
3).................................................................................................................................................. 
 
 
Name, address and tel. no. of own doctor……………………………………………………………. 
 
…………………………………………………………………………………………………………….. 
 
 
Known Medical Conditions / Medications:  
 

…................................................................................................................................................... 
 
...................................................................................................................................................... 
 
...................................................................................................................................................... 
 
……………………………………………………………………………………………………………… 
 
 
Known allergies: 
 

…………………………………………………………………………………………………………….. 
 

…………………………………………………………………………………………………………….. 
 

…………………………………………………………………………………………………………….. 
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Is he/she having any medical treatment at present? If so, please give written details of treatment and 
medicines, etc. (These MUST be handed to the Visit Leader) 
 
...................................................................................................................................................... 
 
Children, Young People and Families Services-Site Activities 
Are there any reasons that you know of that stops he/she from participating fully in the planned 
activities? 
 
...................................................................................................................................................... 
 
 
Are there any activities in which he/she should not participate?  
 
...................................................................................................................................................... 
 
……………………………………………………………………………………………………………. 
 
 
Please indicate any special food dietary/requirements (if applicable): 
 
...................................................................................................................................................... 
 
...................................................................................................................................................... 
 
Other relevant Information: 
 
 
 
 
 
 
 
 
 
 
 
 
 
I wish my child to take part in the educational visit/offsite activity and having read the information 
provided; agree to his/her taking part in any or all of the activities described. 
 
I agree to my son/daughter receiving any emergency or other medical treatment as deemed urgent, 
necessary and/or in the best interest of my son/daughter by the medical authorities present. This 
includes dental, medical or surgical treatment, the use of anaesthetics or blood transfusion. 
 
I also agree to the release of relevant and necessary medical information to school 
staff by the GP if circumstances are deemed necessary and appropriate. 

Please note: All educational visits and offsite activities carry some amount of risk. 

 

 
Your name (Please print): …………………………………………………………………………… 
                   
 
Signature: …………………….....……………..…………………  Date: …………………….…… 
 
 



  

 
 

 

Staff / Adult - Residential Medical Details Form 
 
 

Name: ………………………………………………………………….............................................. 
 
 

Date of Birth: …………………………………………                   Male:      Female:   
 

 

Home address: ………………………………………………………………………………………… 
 

…………………………………………………………………………………………………………… 
 
 

Telephone No: ....................................... 
 
 

Emergency contact telephone numbers (home / mob / work): 
 

1).................................................................................................................................................... 
 

2).................................................................................................................................................... 
 

 
Name, address and tel. no. of own doctor: …………………………………………………………… 
. 

…………………………………………………………………………………………………………….. 
 
 

Known Medical Conditions / Medication – or allergies:  
 
....................................................................................................................................................... 
 

....................................................................................................................................................... 
 

....................................................................................................................................................... 
 

…………………………………………………………………………………………………………….. 
 
 

Please indicate any special food dietary/requirements (if applicable): 
 

....................................................................................................................................................... 
 

...................................................................................................................................................... 
 
 

Other relevant Information the Visit Leader should be aware of: 
 
 
 
 
 
 
Your name (please print): ……………………………………………………………………………… 
 
 
Signature: …………………….....……………..…………………  Date: …………………….………   
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First Response Visit Emergency Telephone Record 
 

This document is designed to ensure that in an initial telephone discussion between a Visit or Assistant Leader in 

trouble and their designated Emergency Contact, both parties have the same document to look at and thereby ensure 

that all key factors are recorded. The document should be kept to hand by those designated as a Visit Emergency 

Contact and also carried by Visit Leaders and Assistant Leaders. 

1. Incident: a situation dealt with by the Visit Leader, who remains in control and can cope 
2. Emergency: an incident that overwhelms the coping strategies of the Visit Leader so that they refer to the 

Emergency ‘Base’ Contact for help 
3. Critical Incident: an incident that meets the definition and is probably overwhelming the coping strategies of 

both the Visit Leader and the school’s Visit Emergency Plan 
4. Major Incident: declared as such by the UK Police or Foreign and Commonwealth Office etc. 

 

Name of Caller Role of Caller (Visit Leader? Assistant Leader? Helper?) 

 

Caller’s telephone number(s) – 

landlines/mobile 

 

Time of this call 

Time of the incident 

Name of Group  

Number and age of group 

Which leaders are at the scene 

Present Location Is the group staying put or moving to a new location? 

 

Nature of the Incident or Emergency 

 

 

Names of any casualties and their injuries Names of any party members sent to seek assistance 

 

 

Is the rest of the party safe and likely to remain safe? 

 

Weather conditions including any threatening environmental factors 

 

Emergency Services alerted / in-attendance?  

Police           Fire/Rescue             Ambulance               Air Ambulance               Mountain Rescue 
Coastguard/RNLI               Other 
 
 
Already alerted?                  At what time? 

What is the caller asking you to do?     For Information only, Advice or for Action? 
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Agreed Action Plan (visit leader / caller / emergency contact): 

 

Additional Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 
 

 

Emergency Action Plan – Visit Leader/Accompanying Staff 
 
 

Immediate Action 

1. Assess the situation, establishing the nature and extent of the problem but ensuring that the leaders 

do not put themselves at further risk. 

2. Make sure all other members of the party are: 

• Accounted for 

• Safe 

• Adequately supervised 

• Briefed to ensure that they understand what to do to remain safe 
 

3. Leaders should assume their allocated roles – ensuring that where one or more of the Visit 

Leadership Team is incapacitated then these roles are reassigned on a priority basis. 

4. If there are injuries, take action to establish their extent and administer appropriate first aid. 

5. Contact the appropriate emergency services if required - see Communications 1 below 

First Aid 

Aim to: 
• Preserve life 
• Prevent the condition worsening 
• Promote recovery – treat for shock – reassure and keep warm 

 

Communications 

Direct contact with a Parent of a group member, from the scene of the incident should be avoided.  This 

task should be carried out by the schools’ emergency contact person or nominated representative(s). 

1. Contact the appropriate emergency service(s).  They will guide you through the information they 
need but this will include: 
 

• Your name and the name of the group 

• Location 

• Nature of emergency and number of injured persons 

• Action so far 
 

2. Control any communications by the rest of the group.  Rumours spread very quickly and can cause 

serious and unnecessary upset. 

3. Alert the schools Emergency Contact: You may be in shock and need support.  Also, news travels fast 

and the school will need accurate information. 

Consider other people who may need contacting: 

• Emergency Services (UK 999, EU 112) 
• Embassy/Consulate if overseas 
• Local accommodation/contact 
• Tour operator/provider 

• Insurer 

 

DO NOT speak to the media.  Refer all media interest / enquiries to school. 
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Secondary Action 

1. Arrange appropriate protection from the elements. 

2. Uninjured group members should be moved to shelter or away from the immediate vicinity of any 

casualties.  Ensure that they: 

• Are adequately supervised throughout 
• Are returned as early as possible to base 
• Receive appropriate support and reassurance 

 

3. Avoid dividing the group – unless it is the only way to get help – and leave nobody on their own. 

4. Manage the incident – ensure that all appropriate actions have been/are being attended to. 

5. It is useful to keep an accurate record of events and actions as close to real time as possible.  Any 

leader with spare capacity should, therefore, keep notes – see below re: recording an incident. 

6. Ensure that an appropriate adult accompanies any casualties to hospital, taking with them parental 

consent forms and appropriate medical information for the injured persons. 

7. Maintain contact with the emergency services and the school contact until the Emergency is over. 

Monitor, reassess and review – ensure nothing has been forgotten and all leaders and pupils are coping, 
cared for and secure. 
 

Post-Incident Action 
 

• Consider the emotional needs of any staff or pupils who may have been adversely affected. 
• Follow the schools’ reporting requirements, including completing any accident and incident forms 

and complying with RIDDOR regulations. 
• Review the lessons learned and ensure that these feed into future visit plans, emergency plans and 

staff training. 
• Share the experience and learning with colleagues. 

 
Media / legal points 
 

• Do not admit anything 
• Do not sign anything 
• Avoid discussing legal liability with others 
• Do not talk to the press – refer them to the school 
• Record all events, times and details – establish witness contact details and get statements from 

leaders 
 

Recording and incident 
 

Make an accurate record of all details as soon as possible – do not leave this until later when your memory of 
details may be confused.  Record the following: 

• Time, date and nature of the incident. 
• Accurate incident location. 
• Names of casualties. 
• Details of injuries. 
• Actions taken, including all communications (include times) 
• Names of others involved but not injured. 
• Details of any moves from the incident site (times, who moved, where to, how). 
• Names and contact details of witnesses. 
• Proposed actions. 

 
 
 



  

 
 

 
     Volunteer Driver’s Form 

 

 
(For use by school staff and volunteers) 

 
 

I hereby confirm that I am willing to use my own vehicle for transporting pupils on educational and 
offsite visits. 
 
I accept responsibility for ensuring that the vehicle is in a safe, legal and roadworthy condition and 
has appropriate business use insurance cover. 
 
I also confirm that I have a valid driving licence. 
 
 
Signed …….....………...……………………………………………………………………………………………..    
 
Print name: …………....…………………………………………………………………………………………… 
 
Date: …....………………………………………………….. 
 
Address:  
 
…………………………………………………………………………………………………………………………… 
 
…….......................................................................................................................... 
 
Postcode: ………………………….. 
 
Vehicle Make & Model: …………………………………………………………………………………… 
 
Vehicle Registration Number: …………………………………………………………………………. 
 
 
I accept that, on request, I will supply copies of any relevant documentation (e.g. registration 
document, MOT, driving licence or insurance certificate). 

 
 
 

 
Please be aware of the requirements associated with child seat restraints. 
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                                Leader Visit Pack  

                                                                      

 

It is recommended for Category B and C Visits that the Visit Leadership Team takes with them 

a pack and also leaves one behind with the emergency contact/school office. 

 

1. Essential information list of pupils (names/medical/emergency contacts) 
 

2. Essential information for staff 
 

3. First Aid pack and pupil medications (if required) 
 

4. Spillage buckets/bags (if required) 
 

5. Mobile phone(s) 
 

6. Emergency contact details for school – in/out of normal hours 
 

7. Individual staff group registers for sub groups (if appropriate) 
 

8. Detailed itinerary including travel/transport and tickets if required 
 

9. Address/contact details of venue/provider 
 

10. Packed meals required? 
 

11. First response telephone form  
 

12. Emergency Action Plan  
 

13. Information sheet for volunteers 
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School Visit Evaluation Form 

Location: 
 
 

Class: Date: 

Learning Focus: 
 

Questions about the Visit: 
✓ 

Trip planning adequate? 
 

 

Transport arrangements satisfactory? 
 

 

Venue suitable? 
 

 

Staff on site appropriate and helpful? 
 

 

Adequate time? 
 

 

Suitable staff and adult supervision? 
 

 

Any special needs appropriately dealt with? 
 

 

Value for money? 
 

 

Any safety / safeguarding concerns?  

Visit met intended learning outcomes, how? 
 
 
 

 

Please rate the trip -      
                                                             Excellent     5 – 4 – 3 – 2 - 1   Poor 

 

 

Comments from pupils about experience/learning: 
 
 
 
 
Accidents/Incidents/Near-misses: 
 
 
 
 
 
What would you do differently if the visit was repeated in the future? 
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Completed by: 
 

Date: 



  

 
 

 

Guidance for 
volunteers 

on school visits 
 

Teachers often ask for parent volunteers to 

help with school trips. However, you probably 

won’t be looking after your own child directly.  

At the Federation of St. Alphege CofE 
Schools we expect the children to:  

• wear school uniform,  

• behave quietly and sensibly, 

• say please and thank you, 

• treat others politely, 

• walk at all times unless the 
teacher has allowed a play 
session, 

• pick up litter if they drop it. 

 

 

Working with a group of children: 

• Be a good role model. 

• Use child-friendly language. 

• Always act under the guidance of the 
teacher. 

• Do not be alone with a child. 

• Ask what to do – if you’re not sure! 

• Please don’t use your own personal 
mobile phone for taking photos or videos 
during the school trip. 

Toilets: 

Young children often need to go to the 
toilet but all teachers have DBS 
(Disclosure and Barring Service) 
clearance which safeguards the children 
from harm. If you have not completed 
one of these checks you must not 
accompany a child to the toilet by 
yourself. 

 

 

Enjoyment: 

We are interested in your views on the school 
trip so please discuss with the teacher in 
charge at the end of your visit. 

We hope you enjoy your visit with our children 
and will offer to help again! 

 
The Federation of St. Alphege Church of England Schools, Solihull. 

Infant and Nursery School Tel. 0121 705 0443.  e-mail: officeinf@stalphege.colihull.sch.uk 

Junior School Tel. 0121 704 2714    e-mail: officejun@stalphege.solihull.sch.uk 
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EDUCATIONAL VISITS CRITICAL EMERGENCY  
During Normal Hours 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

Accident or Critical Incident 

Visit Leader 

School Reception 

Emergency ‘Base’ Contact (EVC)/ Exec 
Headteacher/SLT member 

External support required?  
 

Tour Provider or Company’s Emergency Support 
Team? 
LA Emergency Team (critical support only) 
 

- Advice + help 
- Media support 
- Counselling services 
- Insurers 

Take action to ensure safety and 

wellbeing of other pupils and staff 

1) Identify who will undertake 
agreed actions & then carry 
them out. 

2) Record all actions taken / 
times 

- Contact parents of pupils 
directly involved? 

- Contact parents of other 
pupils indirectly involved? 

- Contact families of staff? 

What support can school provide? 
What actions are required? 

Invoke school Emergency Plan? 

Call 999 /112 Emergency Services 

Immediately 

Notify: 
 

- Governing body 
Representative 

 

Commence 
Incident log 
- Times 
- Who contacted 
- Agreed Actions 
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EDUCATIONAL VISITS   CRITICAL EMERGENCY 
Out of Hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

Emergency ‘Base’ Contact 

Record all information appertaining to 

Incident from first contact. 

Formal handover of responsibilities / actions 

from Visit Leader to Emergency Contact 

Support Visit Leader / Assistant Leader(s) 
- Advice 
- Reassurance 
- Actions 

 

Notify:  

Parents of pupils directly involved 

Parents of other pupils indirectly 

involved? 

Families of staff? 

Other support services required? 
Business continuity considerations? 

Need to access the school building for full visit / pupil 

information or to operate as an ‘emergency centre’? 

Arrange for access – key-holder? 

Exec Headteacher or nominated employee to 

prepare agreed media statement? 

Manage parent contact / concerns – alternative 

telephone numbers to main switchboard? 

Convene Emergency Team? 
Implement Emergency Plan? 

Call in additional staff? 

Manage media / parents / pupils assembling at 

school site Contact:    
Executive Headteacher 
SLT Members?                                              
Chair of Governors? 

 

Link into Emergency 

Services dealing with the 

‘event’? 

Visit Leader requires additional support – 

additional staff / repatriation arrangements? 

 
Critical Incident (fatality/multiple casualties) 

 
 

Warwickshire - CSW Resilience Unit 
024 76 832 673 (24-hour) 
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